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Agency 
Worcester County 

Division/Unit 
Human Resources 

Item No Description Retention 

1 Personnel files 

I-9s 

3 

4 

5 

6 

Compensatory records (comp time) 

Sanitary employee forms - assumed records in '93 when 
department took over Sanitary employees 

Invoices, copies 

Workers' comp - claims 

Sick leave bank - contributions, list of users 

Retain 3 years after employee 
termination, then destroy 

Currently, upon termination, 
record is pulled and added to 
personnel file that is retained for 
3 years, then destroyed; I-9s 
should be maintained separately; 
retain for 3 years after date of 
hire or 1 year after the date of 
employee termination whichever 
is later, then destroy 

Retain for 1 year, then destroy 

Add to current personnel files, 
retain for 3 years after employee 
termination, then destroy 

Retain for 1 year, then destroy 

Retain notice of claim until no 
further action, plus 5 years, then 
destroy; notice of claim with 
lawsuit filed should be retained 
for 7 years after settled, then 
destroy 

Retain until updated or 
superseded, then destroy 

Approved by Department, Agency or Division Representative 

Date _ 1 2 / T/CA o i 
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Type Name 'R.EJ R D R E E R O U S E 

j j t | e H U M A N R E S O U R C E S D I R E C T O R 

Schedule Authorized by State Archivist 
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Item No Description Retention 

8 Car allowance Retain for 1 fiscal year, then 
destroy 

9 Equivalent time off Retain for 1 year, then destroy 

10 Dental plan Retain for three years after 
employee termination, or one 
year after termination of plan, 
then destroy 

11 Vision plan Retain for three years after 
employee termination, or one 
year after termination of plan, 
then destroy 

12 Application and other recruitment information Retain for 2 years from date of 
action, then destroy 

13 Employee Section 125 benefit plan election and compensation 
reduction agreement 

Retain for life of plan, then 
destroy 

14 American Capital statements Retain for life of plan, then 
destroy 

15 Lincoln National statements Retain for life of plan, then 
destroy 

16 Board warrants - same as check authorization or requisition 
approval 

Retain 3 years, then destroy 

17 Account activity report - HR department guideline 
spreadsheet 

Retain for 1 fiscal year, then 
destroy 

18 OSHA 200 forms Retain in HR for 5 years 
following the year to which they 
relate, then destroy 

19 Blood borne pathogens - plan, names of receiver's shots If no legal action, retain for 5 
years after termination, then 
destroy; if legal action, retain 
until 7 years after settlement, 
then destroy 
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Item No Description Retention 

20 Interview letters - copies of letters sent if not hired Retain for 2 years from date of 
action, then destroy 

21 General correspondence - incoming and outgoing, memos and 
misc departmental and outside agency information 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

22 Vehicle charge document - HR department head gas charges Retain for 1 fiscal year and until 
all audit requirements have been 
met, then destroy 

23 Department telephone bills Retain for 1 fiscal year and until 
all audit requirements have been 
met, then destroy 

24 Blue Cross Blue Shield records - group enrollment changes, 
billing statements/payments, membership applications, manual 
payments, monthly billing, drug premium payments, change 
and enrollment forms 

Retain 3 years after employee 
termination and 1 year after 
termination of plan, then destroy 

25 Blue Cross/Blue Shield health premiums Retain for 3 years after paid, then 
destroy 

26 Credit union reports - faxes to credit union Retain for 1 year, then destroy 

27 Maryland State retirement Retain for length of benefit; after 
termination, retain for 5 years 

28 Direct deposit reports - treasurer does now Transfer to treasurer's office 

29 Supplemental insurance - AFLAC, bills, premium statements 

i 

Retain for life of plan, then 
destroy 

30 Salary survey Retain until updated or 
superseded, then destroy 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. C-962 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 4 of 5 

Item No Description Retention 

31 Payroll reports - register, validation report, check register, 
labor distribution report, credit union deduction report, 
garnishment, deferred compensation, AFLAC, retirement, tax 
report, logging file, calculation detail, employee distribution 
report 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

32 Budgets Retain 3 years, then destroy 

33 CETA - correspondence Retain for 3 years after 
termination, then destroy 

34 United Way pledge reports Retain for 1 year, then destroy 

35 Life insurance programs - summary reports, correspondence, 
products profile, term life, medical life, COBRA, Medicare, 
injured workers insurance fund 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

36 Disability - group, long term, insurance plans/programs Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

37 General files - advertisements, EEOC reports - 4 - '75, MSRS 
correspondence - '72, OSHA report 1970, perfect attendence -
'92, sick leave balances (for retirement) 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

38 Unemployment reports - worksite reports (state) - treasurer's 
office does now 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

39 Psychological exam results - correctional office trainers After employee terminates, add 
to medical file, retain for 30 
years, then destroy 

40 Medical certification Current policy - upon 
termination, record is pulled and 
added to personnel file; retain 
for 3 years, then destroy; 
medical files should be 
maintained separately, retain for 
30 years, then destroy 
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No. 

Description Retention 

41 Drug programs - testing program, personnel with positive 
responses, quarterly reports for CDL random testing 

Personnel with positive 
responses, retain for 5 years past 
last monitoring, then destroy; 
testing program - retain until 
updated or superseded, then 
destroy; quarterly reports -
retain for 3 years, then destroy 

42 Immunization cards Retain for 3 years after 
employee termination, then 
destroy 



20. TELEPHONE NUMBER 



20. TELEPHONE NUMBER 



Retain 3 years, then destroy 
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